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About Vendor Item Relationship 

When creating a procurement contract, the selected vendor must be related to the line item(s) 

found on the contract. This is done automatically when the selected vendor is awarded a 

contract from a sourcing event. Although, when creating an ad-hoc contract, the vendor/item 

relationship must be created following the steps below.   

 
To Establish/Create a Vendor Item Relationship: 
 

1 Navigate using the following path: 

Main Menu > Items > Define Items and Attributes > Purchasing Attributes 

 

2 The Purchasing Attributes search page displays. The SetID defaults to STATE.  Do not change it. 

3 Enter Item ID.  You can use the other fields to search for the ID if necessary.  

4 Click the Search button.  
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5 The Purchasing Attributes page displays for the item number you entered. 

6 Click on the Item Vendor Tab. 
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7 Click the Last link on the Item Vendor header section of the page. 
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8 Click the “+” sign in the upper right in the Item Vendor section. 
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9 Verify the Vendor SetID is set to STATE. 

10 Enter the Vendor ID. 

11 Click the Item Vendor UOM hyperlink. 
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12 Enter UOM.  For this scenario enter EA. 

13 Enter Minimum Quantity.  For this scenario enter 1. 

14 Change Qty Precision to Decimal.   

NOTE: If you have a Qty Received Tolerance, then you will need to fill in this % as well.  This will be 

the value that will default to your Requisition or PO. 

15 Click the OK button. 
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16 Click Save.  The Item/Vendor Relationship is established. 
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NOTE:  If you receive an error that there is an issue with the Vendor Priority Option, change the Priority 

to the next highest number of the total number Vendor’s assigned to the Item.   

For Example:   

 

1 The above item has 1 of 8. 

 

2 Change the Priority number to 9. 

3 Click the Save button. 


